DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION C Z5 =

RECORDS RETENTION AND DISPOSAL SCHEDULE Pagel of 4
Agency Kent County Division/Unit ~ Planning Office
Item
No Description Retention
Zoning
Zoning Amendments/Projects/Appeals (Minutes) .
1 Correspondence, zoning maps, drawings, surveys, work Refers to items #1-2
papers, master plans, minutes of public hearings, appeal notes | Screen annually. Destroy
and hearing minutes material having no further
administrative, fiscal, legal, or
Major/Minor Subdivisions Road Waivers, Site plan operational value. Retain
reviews permanently any material
2 Plats, subdivision applications, handwritten notes, mandated by statute or that
performance bonds, management plans, declaration of serves to document the origin,
restrictions, correspondence, final plats, property transfer development, functions, and
record, agreements, etc. accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.
Building permits issued/white/yellow
3 Application, payment form, sediment control form, Retain permanently. Microfilm,
drawing of project, specifications, receipt for payment, verify microfilm to ensure that
correspondence, site sketch, approval signature, correction all documents have been filmed
list, etc. and film is readable. Transfer

film periodically to the Md State
White copies of building permits issued includes sketches | Archives. Destroy documents
of property (separated by district) after film has been checked.

Yellow copies of application for building permits
(separated alphabetical)

Approved by Department, Agency, or Division Representative. Schedule Authorized by State Archivist.

Date June 1, 1998 Date JUN 41998

Signature W b /%—OL&U'-/Q P / /(
Signature ‘ 7 7

Type Name Charles D. MacLeod :

Title County Administrator

DGS 550-1 (Rev. 10/92)




DEPARTMENT OF GENERAL SERVICES Schedule No. c 72 2
RECORDS MANAGEMENT DIVISION '
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 4
(Continuation Sheet)
Item
No. Description Retention
Areas of restricted development plats

4 Plats showing - slope, soil, flood plain, sediment/erosion | Retain for 10 years, then destroy
control, road plan and profile, water, sewage, road proposal
plans, soil conservation, water system plans, etc.

Agenda Packets (include minutes)

5 Files consist of correspondence, planning commission Screen annually. Destroy
meeting agenda, quarterly subdivision reports, minutes, material having no further
applications, drawings, etc. administrative, fiscal, legal, or

operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.
Grant Files

6 Correspondence, remittance advice from Maryland Retain for 3 years after grant is
Department of Environment, grant agreements, grant - in - | closed and until all audit
aid progress reports, commissioner’s payment form, requirements have been fulfilled,
mileage reports, contracts, grant request forms, summary then destroy
sheets, reference material, etc.

Planning Commission Expenses

7 Expense files consisting of computer generated expense | Retain for 3 years and until all
reports, request for journal entries, commissioner’s payment | audit requirements have been
form, copies of invoices, correspondence, etc. fulfilled, then destroy
Budget Data

8 File consists of organizational charts, correspondence, Same as item #7
approved budget work papers, etc.

DGS 550-1A (Rev. 10/92)




DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. C 7—2 R

Page 3 of 4

Item
No. Description Retention
Site plans/Blue prints

9 Grading and sediment control plans, final site plans, site | Screen annually. Destroy

improvements, proposed road improvements, etc. material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives

Board of Appeals

Zoning Appeals (includes minutes)

10 Notice of public hearings, application, hearing minutes, | Retain permanently. Transfer
pictures of property, drawings, appellants memorandum and | periodically to the Maryland
supplements, correspondence, etc. State Archives
Appeal Board Minutes

11 Typed minutes of Board of Appeal hearings Same as item #10
Miscellaneous planning subject files/general
correspondence

12 Easement holdings, capital projects, historic zoning, Refers to items #12-13
industrial parks, conservation Screen annually. Destroy

Consists of correspondence, copy of deeds, grantors, material having no further
surveys, industrialized building location report, zoning administrative, fiscal, legal, or
amendments, block grants, manpower, historic preservation | operational value. Retain
nominations, geological surveys, soil surveys, zoning permanently any material
ordinance text change, county road surveys, airport studies, | mandated by statute or that
etc. serves to document the origin,

development, functions, and
Storm and sediment control files accomplishments of the agency.
13 Correspondence, storm water management studies, Transfer periodically to the

drawings, storm water management waiver requests, etc.

Maryland State Archives.




DGS 550-1A (Rev. 10/92)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. c 7/? 2

Consisting of correspondence, summary notification
reviews, plats, applications for federal assistance, narrative
statements for EPA studies, etc.

; ) Page 4 of 4
(Continuation Sheet)
Item
No. Description Retention

Plumbing Commission files

14 Inspection information, sanitary construction projects, Retain for 3 years and until all
expense reports, correspondence, bonds, mileage reports, audit requirements have been
cash receipts, permits, license renewal cards, etc. fulfilled, then destroy
Plumbing applications for plumbing and house
connections

15 Applications, inspection reports, notarized affidavits, Same as item #14
inspection approval slips, permits and receipts, etc.
Miscellaneous files

16 Files containing documents reference - Agricultural Refers to items #16-18
Advisory Commission, correspondence, LEAA grants, Screen annually. Destroy
expense reports, reports of building reports issued, Kent material having no further
County Council of Governments, etc. administrative, fiscal, legal, or

operational value. Retain

Inactive Project files permanently any material

17 Correspondence, plats, project quarterly reports, contract | mandated by statute or that
change orders, minority business enterprise, utilization serves to document the origin,
reports, periodic estimate for partial payment, outlay reports | development, functions, and
and request for reimbursement for construction, etc. accomplishments of the agency.

Transfer periodically to the

State Clearing House files Maryland State Archives.

18 Stored by town/district/project

DGS 550-1A (Rev. 10/92)




NSTRUCTIONS .- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD W!TH RECORDS RETENTION

SCHEDULE {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page /Q of
S/

1. DEPARTMENT/AGENCY

/4@4///&9,

2. DIVISION

3. uNIT

a2 A per] | 2oy

DEFINITION - Records Serles - A group of related records normally filed and usa/s 2 unit fo/efe/enca as wall as retention and

isposiion purposes.

4. RECORD SERIES TITLE prl/f %Mg/yd /775/%’
Yotz ppres]s (s,

5. EARLIEST YEAR / LATETEST YEAR

/22y 774

Co rTespordejee | Zetr
Surylys, wz. ﬂ/zZp
Wi j&= o 70 //c/ég,g,e,//&f_ﬁ

Vi ﬁfzﬁf/ﬂfy VA=

/ s

}4’}4%9/2/_

6. RECORD SERIES DESCRIPTION ( Bneﬂy descrbe (he types of information/documents/forms found in the Series. Include ihe purpose or functien of the Senes)

DRAIAZS,
/ﬂ?a

W orges

8. RECORD SERIES SEQUENCE

7. RECORD SERIES FORMAT(S) .
y'ﬂe © @ Microfilm O Alphabeticat
Legal Size 0 Computer Tzce S Numerical

O Bound Book O Floppy Disk a Chronologtcal

0 Audio Tape O Video Tape

oG speeir) 29U o

0 Ceographical

q/eﬁ(Specn’y) éZé Z i Q

9. VOLUME D/
ile Drawer(s)

o Microfilm Reet (s)
a Computer Tace (s}

)

Number

/o Qther {Specify) __._

10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microfilm Reel (s)
O Comeputer Tape(s)
O Other (Specify)

Number

-

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daiy ‘O Weekly 3 Monthly a

Number

Month({s) o

Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

%7//0/%& @ e

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(it yes. specy agency or office)

O No

16. AUDIT REQUIREMENTS

15. ACCESS RESTRICTIONS (If yes. cite Iams)fa{ation(s)
a Yes g No

O None O Slate

G Federal 0 Independent

17. IS AN INDEX SYSTEM USED? (If yes, expiain oriefly and
describe any hardware/software)

O Yes

g

18. RECOMMENDED RETENTION LA52 év_@()@%
— - —e
BEERT) 5K S ]y ferer ey

19.

w

NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

//02 23, [57=

DGS 550-4 (Revised 1/93)
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REVISED RECORD SERIES
SCHEDULE (DGS $50-1)

INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.Q. BOX 275 - JESSUP. MARYLAND 20794

FORWARD WITH RECORDS RETENTION

AGENCY RECORDS INVENTORY

of

Page /

1. DEPARTMENT/AGENCY

Kest co-

2. DIVISION

3. UNIT

DEFINITION - Records Sarfes - A grouplof related records normally filed and used as a unit for reference as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE

Bogd M)ﬁ'yf/:g ,5/72}9/%0

/%prr //V///Vw”é;vé Lop#son9<
%>

5. EARLIEST YEAR !/ LATETEST YEAR

TC

6. RECORD SERIES DESC

Lo/ T2

//V&/MJ&S

RIPTION ( Briefly describe the lypes of information/documentsiforms found in the Series

: 59/% L Sl Y S PO

,()Z&wrf' :

W%%WM ;ﬂ/yxiy/» DL lon #Fen of Fe55
i/ﬁ

Include the purpose or functicn of the Senes)

Y i h
Sd LOI T Teg Mo - P Tt e B on s,

ol ST - Pror
Kecor / /7@6”/&.4/”75/ =7z 7 M

—

T

T

2GS £50-4 {Rewvised 1/93)

7. RECORD SERIES FORMAT(S) 8.> RECORD SERIES SEQUENCE 9. VOLUME /
. File Drawer(s)
etter Size g Microfiim Mpna/cellcal O Microfiim Reel (S)
g a Computer Tace {s! .
p’eg(lSuze o Compuler Tece G Numerical : i a Ciher (Specily)
O -Bound Book O Floppy Disk C Chronolog:cal Number
G Audio Tape @ Video Tage O Geographicat 10. ANNUAL ACCUMULATION
. g O File Drawer (5)
Mpecxfy) . a Cther {Speciiv) O Microfilm Reef (s}
. . O Computer Tape(s)
‘ ) a Other (Specify)
Number
11. FILE IS D 12. FILE BECOMES INACTIVE AFTER"
Daily a  Weekly 3 Monthly [a] Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (B!dg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
m@ g  Yes B/No/
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
o Yes o No a  None g Slate 0 Federal O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, expiamn drefly and 18. RECOMMENDED RETENTION Mje %A/&@—(_
describe any haraware/software) -
¢7/ 7 onP c’)7}7/’/ Y74
a Yes Mo éW&
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21, D/ATE /




-

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FGR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVEN R

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION j,/ A ;o

SCHEDULE {DGS 550-1) 7275 WATERLOO ROAD ~ é é’g_
' /41 P.O. BOX 275 - JESSUP. MARYLAND 20794 Page # m_

1. DEPARTMENTIAGENCY 2. DIVISION ﬁ:& 3. UNIT

DEFINITION - Rocords Series - A group of related records normally filed and €2ed as a unit for reference as well as retention and disposiion puiposes,

4. RECORD SERIES TITLE gw/d//()/ é//{///—-

EAR / LATETEST YEAR Z

[SSyed / W#'/%I Yo Ve O{%%

6. RECORD SERIES DESCRIPTION ( Briefly gescribe the lyges of inform uon/documer.\lslrorms found 1n the Series. Include the purpose or funclicn of the Serfes)
Conoiss ef : fpp/lerTr o 7%7/”&”77%;”7/
é‘fé{//ﬁM A For27 -« DRY K5 G~ PR JeT=
5 ' . d
NEN I CINECS  fecsipT for- [ymenT
_oryres w/ 4o - 5= | /
57047 erte . Correeliomw Ly S77 Ere

P
v L4

-

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
: Qa File Drawer(s)
elter Siz O Micicfilm phaetical e 0 Microfilm Reel (s)
/ /’X Wuler Tace {s!
egal Size Q Computer Tace i S Numerncat ﬁ, ﬁ # ther {Specily) m
O Bound Book O Floppy Disk £-€Fonological Number m
O Audio Tape ' O Video Tage O Geographical 10. ANNUAL ACCUMULATION
& - G Fie Orawer (s}

' J‘ g s zm ) {Spectt O Microfilm Reel (s)
@ Ciher (Specify) / / Uj-_~?¢‘”} O Computer Tape(s)
. 6%/& ﬁ/ﬂ % O Other {Specify)

Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daily a Weekly a  Monthly O Month(s) -0 Yeat(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room)‘ 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (lf yes. specify agency or office)

%]‘7’1/&/ o Yes : o No

15. ACCESS_ RESTRICTIONS (if yes. cile law(s) & requiation(s) 16. AUDIT REQUIREMENTS

a Yes ' No O None a Stale O Federai G Independent

17. IS AN INDEX SYSTEM USED? (Il yes, expiain duefly and 18. RECOMMENDED RETENTION
describe any hardware/software) )

. e orer

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

[BL. 24, /5575

DG3 580-4 (Revised 1/93)




/@%D 72’7%%/()6’/(7 Verz; / o

/e ST fy 4/5%?% 5ZMZ?§§;»/\
/) dptraerenils fuprie Lmesd : /éy "t
2 /5/7/% J< Keﬁd/ﬁé/@z B sfa
o brr Py Tod /pﬁ//yf T Jite Sz,
SlAe RS, 3%7%’//9&%%/&7/@

% ﬁ’C;ZW /fffzé AT éé&a’/{@/p



INSTRUCTIONS - I'YPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 550-1) , 7275 WATERLOO ROAD /

44 P.O. BOX 275 - JESSUP. MARYLAND 20794 Page ﬂ o
. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

/(M‘ Co e e

DEFINITION - Records Series - A group of rolatad rocords normally filed and dsed as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5[//(///0/ %4//6 EARILAT‘ETEST YEAR
/SSyred. i 75

-
6. RECORD SERIES DESCRIPTION ( Bretly describe the lypes of mformallonldocumenlsﬂorms found in the Series. Include ihe purpose or functicn of the € vcr;o;)

Comols ef : FoplesTyon; 7‘%7%@0775’:”7

@/WMC@W'Z_ 7%7747 DKW//() ﬁf.'f@eq,
95}9@0)/5-/06’:/7;/(/‘_3* /(eae//p/ Fr-a

/7/@00/’
CorTes Popalerye -
)z ees s Je Skels /%’-/&fﬁ/” Briom/
5)7/2//5’-/fo”£’ Corrac //0/04/6/ E?C

7. RECORD SERIES FORMAT(S) 8. RECORD SER!ES SEQUENCE 9. VOLUME
O File Drawer(s)
elter Siz " Q Merohim phatelical Q Microfilm Reel (s)
D/0):«{>uleer Tace (s}
egal Size O Computer Tzce G Numencal ther (Spec ”Y)m
Q Bound Book 0 Floppy Disk - vﬁﬁrznoiogxcal Number m
O Audio Tape deeo Tape 0 Geograohical ' 10. ANNUAL ACCUMULATION

O File Drawer (s)

; a s i O Microfilm Reel (s}
paba (smmw S / /, / o Comouer Tt
5%, % % O Other {Specfy) ___

Number
11. FILE IS USED ) 2. FILE BECOMES INACTIVE AFTER
o Daly a  Weekly a  Monthly o] Monthis) [s] Year(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) - 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specify agency or office)

4]‘7’1/0 o Yes o Nc?

15. ACCESS RESTRICTIONS (if yes. cile law(s) & requiation{s) 16. AUDIT REQUIREMENTS

O Yes Y No a  None a State O Federal G Independent

17. 1S AN INDEX SYSTEM USED? ({if yes. exoiain onefly and 18. RECOMMENDED RETENTION
describe any hardwareisoliware) ’

O Yes . P\I/o/

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

[E. 3L, /5575

haa © Lorp

0GS §50-4 (Revised 1/93)




INSTRUCTIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCREDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

T

AGENCY RECORDS INVENICORY

Page_ég, o

1. DEPARTMENT/IAGENCY

beox T L.

2. DIVISION

Dot 251

3. UNIT

DEFINITION - Records Seties - A group of related rocords normaily filed and used as a unit for referance as well as retention and disposition purposes.

4. RECORD SERIES TITLE Em /J/A)fpéf’;(//’:; J m—inn
_ pje (epigs

5. EARLIEST YEAR / LATETEST YEAR

7k

6. RECORD SERIES DESCRIPTION { Briefly descnbe the tyges of informalionldocumenlstloy in the Series. Include ihe purpose or functicn of the Senes)

W///Zé 52}0/6‘\5 = 45////

g JES LS Jsstred
IV ides SEETEPss 7~ p [Eper T

7. RECORD SERIES FORMAT(S)

a Letler Si a Micrciiim
egal Size a Compuler Tece
0 Bound Book O Floppy Oisk

a Audio Tape a Video Tace

O Other (Specify)

8. RECORD SERIES SEQUENCE

0 Alphabelical
O Chironological
3 Ceographical

O Other {Speciiy)

of ¢ ' +
B

3. VOLUME /
File Drawer(s)

g Microfilm Reel (s)

i a Computer Tace {s!
£ 0 Qther {Specily)
o ’ - —

10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microfilm Reel (s)
a Computer Tape(s)
O Other (Specify)

Number

-

1. FILE IS USED

o Daly O Weekly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

[w]
Number

Month(s} o] Year(s})

py

3. CURRENT LOCATION(S) (Bldg.., Floor, Room}

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)

/%7/ G Yes o No
15. ACCESS RESTRICTIONS (If yes. cite lawis) & iegulation(s) 16. AUDIT REQUIREMENTS
g Yes : No O None g Slate O Federal G Independent

oy

7. IS AN INDEX SYSTEM USED? {If yes. exoiain driefly and
describe any hardware/sofiware)

O Yes DAO/

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

P, 3, ST

DG3 £50-4 {Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED BEC‘ORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

A

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENICORY

Page %_ o

1. DEPARTMENTIAGENCY

Hen7 Lo

2. DIVISION

-~

Piaresr Dii%

3. UNIT

DEFINITION - Records Sarles - A group of related records normally filed and used a3 a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 6/0/4[//(’)7')0@[’/?4/7—‘; —_—
_ ¥yje (spigs

5. EARLIEST YEAR / LATETEST YEAR

7 ki

|OHTZ Lapres o= Bt
IV ides SKITE

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of inrormalion/documemsifoy in the Series.

Inclyde ihe purpose of functicn of the Senes)

V&) Jos /S /’os//&‘d

B35/~ P/ epery

7. RECORD SERIES FORMAT(S)
a Leller Si . a Microim
6/@:/ la}

Computer “zce

8. RECORD SERIES SEQUENCE

O Alphapetical

Numerical

3. VOLUME /
File Qrawer(s)

O Microfiim Reel {s)
0 Computer Tace (s!
a Cther {Spacify)

%‘
Mumber { > é/d@/

O Bound Book O Floppy Disk a Chronological
o Audio Tape O Video Tage 3 Ceograshical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Specify) a Other {Specriy) O Microfilm Reel (s)
o Comguter Tape(s)
. ; O Other (Specify)
‘ ,5/ e 7
DS eF
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
O Daily O Weekly 3 Monthly o Month(s) a Yea(s)
Number
13. CURRENT LOCATION(é) (Bldg., Floor, Roomi} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

O Yes __ o No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & }egmalion(s) 16. AUDIT REQUIREMENTS

a  Yes : No O None 3 Slate O Federal G Independent
17. IS AN INDEX SYSTEM USED7 (If yes, exciain dbuefly and 18, RECOMMENDED RETENTION

describe any hardwareisoftware) W,__ﬁ;‘d—

a Yes G/ ’
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

PR . 3, S P

0G3 £50-4 (Revised 1/93)




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES.

FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTCRY

SCHEDULE. (DGS.550-1)

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20734

—
Page of

1. DEPARTMENT/AGENCY 2. DIVISION

b Lo - Dttt DL L2

DEFINITION - Records Serles - A groyp of relatad rocords normally filed and used/as a unit for reference as
4. RECORD SERIES TITLE JR: » ). Cj D g 2 ] o
Birs) //97 7%/ HA))S
ellouw> Lovns

6. RECORD SERIES DESCRIPTION { Briefly describe the tyges

3. UNIT

wall as retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

=

JZ)

£ A
information/documentsiforms found in the Series. Include the purpose or functicn of the Senes)

77;;/;; /4/327 S o et fo Bl

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
. ' File Drawer(s)
O Letter Size a Micioilm qj‘@ncal Q Microfim Reel (s}
Q Computer Tace {s)
egal Size a Compuler Tzce ~gA‘d’mcal Cther {Specily)
. A 2 e—— |
Q Bound Book O Floppy Cisk G Chionological Mumber /5'_ / c:{&/
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
Q File Drawer {s)
© Other {Specify) G Other {Speciy) 0 Microfilm Reel {s)
. a Computer Tape(s)
7&4( Wé O Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES (NACTIVE AFTER
o Daly O  Weekly 3 Monthly o Month(s) o Yeat(s)
. Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
¢ N
oy . o  Yes O No
77, 0FF ¢
/
15. ACCESS RESTRICTIONS (If yes. cile Iaw(s)ij/ 16. AUDIT REQUIREMENTS
0O Yes ; No O None a State O Federal G Independent
17. IS AN INDEX SYSTEM USED? (If yes, expiain briefly and 15. RECOMMENDED RETENTION
describe any hardwareisofiware) -
O Yes Blo/ 1
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21, DATE
. . . . N
P

0G3 $80-4 (Revised 1/93)




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDYLE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTCRY

—=
Page é: 2 Of

1. DEPARTMENT/AGENCY

berdF Coo -

4

2. DIVISION

//ﬁ'(’/;?//‘//@@/ //

3. UNIT

DEFINITION - Records Serles - A group of related records normally filed and usen/s a unit for referance as

well as rotention and disposition purposes.

4. RECORD SERIES TITLE’gM}/J/V7P&[“////é —_
Moo Copys

5. EARLIEST YEAR / LATETEST YEAR

Vi /274

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes

70&/'747// S

information/documents/forms found in the Series

Include .he purpose or functicn of the Senes)

%g//m‘?do/QV ‘7:2/%&/’ /WMF%////KJ/Q(

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

M@xcat

9. VOLUME /
‘& Fite Drawer(s)

O Leller Size a  Mrcrofilm o Microfim Reel (s)
0 Computer Tage {s)
%gal Size a Compuler Tzce G AHTmencal Clher (Specily)
a Bound 8ook O Floppy Disk o Chronological ) A/C;F
O Audio Tape O Video Tape O Geographicai 10. ANNUAL ACCUMULATION
O File Drawer {s)
0 Other {Specify) a Other {Speciiy) O Microfilm Reel (s)
. : 0 Compuler Tape(s)
754’* Wg QO Olher (Speciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy O Weekly 3 Monthly o Month(s) a  Year(s)
. Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room} 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)
W a  Yes o No
15. ACCESS RESTRICTIONS (If yes. cile Iaw(s)jw;k/' 16. AUDIT REQUIREMENTS
a  Yes : No O None g State O Federal G Independent

17. IS AN INDEX SYSTEM USED? {If yes, exmiain briefly and 18. RECOMMENDED RETENTION

describe any hardwarejsoftware) - %""

G Yes 210/ ﬁww
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21. DATE

77

DG3 550.4 {Revised 1/93)




INSH}UCTIQN - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RE\,ORDS INVENTURY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DiVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD é' 7

P.0. BOX 275 - JESSUP. MARYLAND 20794 Page __ & of
1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

ped Cp. /’/Aﬂ/ﬂ///g/«f@/ L2 -

DEFINITION - Records Series - A group of related records normally filed and used as‘a umt for reference as wall as retention and disposition purposes.

4. RECORD SERIES TITLE %XE%S g;%&/ﬁ'/ajgd 5. EARLIEST YEAR / LATETEST YEAR
Lere f/z%/%e/& K7 = e

6. RECORD.SERIES DESCRIPTION ( Briefly describe the lypes of information/documentsiforms found in the Series. Include the purpose or funclicn of the Senes)

JNT s Shpiey i 5 \5/[2/06 . é&/é - % &a/
70//?70' G, < o e [ 225200
&p/ﬂ/ﬁA Kewd 79/%0 e A e
/Vﬁ#d P/_b /%wr :50/L &pﬁléﬁr"///;ﬂ/

WiAer— é/:ﬂ/ e )ﬁ/%,wé £EJo .

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME ﬂ[/g)
] G FidOrawer(s)
O Letler Size - o Microiim O Alphatetica o Miciofdm Reel t3)

8]

0 Computer Tace ('s\) - -
O Legal Size ) a Computer “ace Numencal o Tiner {Specily) =

G Bound Book O Floppy Disk C Chronologicat N%Ember Z ‘!Z'é /; P fe(c?/

a Audio Tape . O Video Tace O Geographicai 10. ANNUAL ACCUMULATION

Y/ — O File Drawer {s)
MYe((Specdy) y, m/e‘e(!Specuv; 4& Q O Microfilm Reel (s)

o Computer Tape(s)

ﬂz /pWﬁ O Other (Speciy)

Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily a  Weekly a  Monthly D Monthis) O Yeai(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. speciy agency or office)

m/ﬂ/ 4’6 o Yes | o No

15. ACCESS RESTRICTIONS (if yes. cite iawis) & reguation(s) | 16. AUDIT REQUIREMENTS

a Yes o O None a Slale O Fegeral G Independeni

17. |S.AN INDEX SYSTEM USED? {If yes. exmiain defly and 18. RECOMMENDED RETENTION R /ﬁyp FV-—/D///S

describe any hardware/software)

o e - 7#/617@45/#7'

19. NAME AND TITLE QF PREPARER 20. TELEPHONE NUMBER 21. DATE

OGS £50-4 (Revised 1/93)
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INSTRUCTIQNS -
REVISED RECORD SERIES.

SCHEDUNE {2GS 5561} ,

- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES

] AGENCY RECORDS INVENTURY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP. MARYLAND 20794

Page é7 of

. DEPARTMENT/AGENCY

b Co.

2.

a2 see T L2

DIVISION 3. UNIT

DEFINITION - Racords Satles - A group of related records normally filed and used as 'z unit for reference as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE %/FE%S &F%&SW%C[ .
Deye/oppreny Dlpis -

5. EARLIEST YEAR / LATETEST YEAR

a0, ETE,

-

F

6. RECORD.SERIES DESCRIPTION ( Briefly dascribe the lypes ot information/documentsiforms found in the Series. Include the purpose or functien of the Senes)

/7/?7\5' éépz;a//c?f

6/;;/'[)6 . éd/é - EQ/

7. RECORD SERIES FORMAT(S)

QO Letter Size Q Microfilm

O Legal Size O Computer ‘ece
a Bound Book Q Fioppy Disk

O Audio Tape O Video Tace

e ——

e‘m‘@pecuy) 2%&_

8.

RECORD SER!ES SEQUENCE 9. VOLUME
O Fiie Drawer(s)

o Mcrofilm Reel (s)

o Compuler Tave {§)/7 ”
lrwr {Specify) >

a Alphapelical

G Numercal

[n]

Chronofogical

A%ZW = S

T Geographical

& e ey AHOE

10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microfilm Reel (s)
o Computer Tape(s)
O Other {Spacify)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daly O Weekly 3 Monthly o Monthis) G Years)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency or office}

m a " Yes o No
15. ACCESS RESTRICTIONS {if yes. cile lawis) & reguiation(s) 16, AUDIT REQUIREMENTS

O Yes o O  None a State O Federai G Independent
17. IS AN INDEX SYSTEM USED? {If yes. axpiain driefly and 18, RECOMMENDED RETENTION

describe any hardware/software) c‘ .

a Yes a(ﬂ ‘m%/bw—mws%.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

AR B, )57

OGS $50-4 (Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

P -

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTCRY

Page _éz—

1. DEPARTMENTIAGENCY

bep] Lo

2. DIVISION

3. UNIT

DEFINITION - Records Serlas - A group of related rocords normally filed and

sed a3 a unit for referance as

well as retention and disposiion purposes.

[ /VG/

Iy TRy Y o
des Monrides)

5. EARLIEST YEAR / LATETEST YEAR

/5 ﬁzz 1S /262‘ Z

M) /V///zfo

6. RECORD SERIES DESCRIPTION ( Brefly descnbe the types of nn!ormallonldocumen(slrcrms found in the Series. Include ihe purpose or functicn of the Senes)

////{; o >2) 370 / i dp/f?iff@/dz/ S 63
r, / AL 4 éoﬁ’/x&@ S/ DD /”//c@///éf /%
Gzt / Sl 1T BaD

/4’/0/@//(_/%//}“/)0 - LR S e

/‘/\ -
2 )J

7. RECORD SERIES FORMAT(S}
elter Size- a

Microfilm

8. RECORD SERIES SEQUENCE

O Alphabtetical

W

8. VOLUME :
O Fiie Drawer(s)
a Miciofilm Reel '\s)

mer (Specdy)

Lega! Size a Computer Tzce
o Bound Baok O Floppy Disk O Chronclogical l{»fé/é‘/ éj
a Audio Tape Video Tape O Geographical 10. ANNUAL ACCUMULATION
z/ O File Drawer (s}
Iher (Specxly)gzl Zg%é O Other {Speciiy) _____ O Micrefilm Reel (s)
/ 0 Comcuter Tape(s)
‘é/yg% //y O Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily a  Weekly a  Monthly o Month{s) O Year(s)

Number

—

3. CURRENT LOCATION(S) (Bldg., Flaor, Roami

14. 1S RECORD SER!IES DUPLICATED ELSEWHERE?

{If yes. specify agency cr office)

%77/_—" Q  VYes o No
15. ACCESS RESTRICTIONS (if yes. cile law(s) & reguiation(s) B 15. AUDIT REQUIREMENTS
QO Yes o 0 None O Slale O Federal O Independent

7. IS'AN INDEX SYSTEM USED? if yes, expiain briefly and 18. RECOMMENDED RETENTION ”se 4{»@/79_ :
descnbe any hardware/software)
. c———p »
ot : ry i A \
o Yes =0 /Qe_'] ERST 10D A= fef S
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

OGS 550-4 {Revised 1/23)

K 3 )%
J




]

INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1}

oA -~

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTCRY

Page _é Z. of

1. DEPARTMENT/AGENCY

bew7 (o

2. DIVISION

ILAR ML LI

3. UNIT

DEFINITION - Records Series - A group of related records normally filed and

sed as a unit for reference as

well as retention and disposition purposes.

/ /VG/M

s wecoroseves e D o) W e
5 M ATES )

5. EARLIEST YEAR / LATETEST YEAR

/ZX,ZTO / 2 Z .

6. RECORD SERIES DESCRIPTION ( Briefly describe Lhe lypes of mformallon/documenISIformS found In the Series.

Include the purpose or functicn of the Senes)

////f\) C D/U—D/Q// /:, Z%C” g dp/?/ &?DZD/CZZ/ S 63-
F / ISP VG 7 f&Wm &=/ DD ST /é
QM%/Z//Z&“/ é;,/éd/l//é/zﬂc) /
WIS /4’}0/‘//(_/%7/— 2= L2 /ﬂc)/ A

{)/"/\3 -

5/(:,

7. RECORD SERIES FORMAT(S)
eller Size:

0 Mecrofilm
Lega! Size O Computer Tzce
Q Bound Book O Floppy Disk
O Audio Tape Q Video Tace

Z@pecdy); 21 2' lﬁ &Z /ZS

8. RECORD SERIES SEQUENCE

a Alphabetical

S~tumencal

a Chronological
O Geographical

0 Other {Speciy)

4 yg%/%//yz‘//’/’f

9. VOLUME
O Fie Drawer(s)
Q Microfilm Reet (s}

; O Compuipr Tace {s \
N ther (Spe lfy)
umber é/éi C-"‘C"’7—

10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microfilm Reel (s)
O Comguter Tape(s)
O Other (Speciy)

Number

11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER

g Daly a  Weekly 3 Monthly a  Monthis) a  Yeas)

Number
13. CURRENT LOCATION(S) {Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specify agency or office)
%77,72‘/ o Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) & reguration{s) |} ‘lé. AUDIT REQUIREMENTS

g Yes o O None a  Slale O Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes. exptain drefly and

describe any hardware/software)

QO Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

DG3 550-4 (Revised 1/93)

Mo 3 )55




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVEN fORY
REVISED RECORD- SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHIDULE-{DGY 550-1) 7275 WATERLOO ROAD é 7
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page y of
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT
¢ 2 . o, MY /
) _ ,

DEFINITION - Records Series - A group of related racords normally filed and Gsed as a unit for referance as well as retention and disposition purposes.

4, RECORD SERIES TITLE / i ey K [ 4 o . 5. EARLIEST 1YEAR | LATETEST YEAR
/72, T <

6. RECORD SERIES DESCRIPTION ( Briefly describe the lyges of information/documentsiforms found in the Series. Include ihe purpose of funclicn of the Séries)

Cvffé.o;op/a:/@aze/’ e 1) 7T BRI /%/Waf//’%’»;
MA cD%f”‘ ol //)/z)/%ceW G T

%//’ @/7754)7— G =, //0-»-/ o P Epress

/f? /)D/”/q [‘ PI77177) S5/ eR At =5 /&//’%f’/z)f S
/ .

W//(#%z /@7%/*/6 - @52 LoD

7. RECORD SERIES Fi(RMAT(S) (RECORD SERIES SEQUENCE 9. VOLUME

a File Drawer(s)
elter Size o Microiilm Q Alphabeticat o Microfiim Reel (s)

/ M/ ;/gﬂpuler Tace (s) i . ,:
egal Size O Compuler Tzce Tumerical P Ther (Spacify) f

O Bound Book a Floppy Disk o Chionolog:cal Mumber C}t{é/@ @T V4

O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
G File Drawer (s)

o Other (Specify) o Cther {Speciy) a Microfilm Reel (s)
: ‘ o Computer Tape(s)
? ] i a Qther (Specily)
/\5&% (g 2
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily a Weekly 3 Monthly o Month(s) o Year(s)
' Number
13. CURRENT LOCATION(S) (Bldg., Floor, Roomi 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

%77/;'&_’ a Yes. o No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & requiation(s) 16. AUDIT REQUIREMENTS

QO Yes x~0 O None o State O Feoeral O Independent

17. IS AN INDEX SYSTEM USED? {lf yes. expiai iiefly and | 18. RECOMMENDED RETENTION /’(e/}g/&»’)ﬁ_ O)//{’

describe any hardware/software)

: é'—f" 4 T7 ) = z;z's(fz:/ / ;’7/
O Yes 910/ gij /47//69 RIS /9 [,;’ &« éL
;:zf/ = L T SE.
e

19. NAME AND TITLE OF PREPARER 20 TELEPHONE NUMBER 21

. DATE

WK 3, /575

0G3 £50-4 (Revised 1/93)
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INSTRUCTIQNS --
REVISED RECORD: SERIES,
SCNEDULE 10CS 550-1)

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVEN{URY

Of

Page é ?

1. DEPARTMENT/AGENCY

Kexl Co.

2. DIVISION

D 2 L

3. UNIT

DEFINITION - Records Serlas - A group of rolated records normally filed and

gsed as a unit for referenco as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE ﬁé}()//—_}éyf\ﬁ

5. EARLIEST YEAR | LATETEST YEAR

/ @Tow 7

6. RECORD SERIES DESCRIPTION ( Bretly describe the types of information/documentsiforms found in the Series

ConBappedarec; fierm) 77Re /%/%efr—zw,
N Depj of~ oy //2)@)/776/97' TS HOT
7/E 6ﬁ7é/y7_ G710 -/ ! P Eeress
/fé' I Dfﬂ 5 PIZII77)SS) ERAET =S /&Wf’/{)f /g;f}\%
Ve e felir 7= - ame ColTgs

¥

7. RECORD SERIES F‘l(RMAT(S)

’(RECORD SERIES SEQUENCE

/

7
9. VOLUME
O File Drawer(s)

etter Size o Microiim O Alphabetical O Microfilm Reel (s)
/' / Q Computer Tace (s} 2 .
egal Size O Compuler Tzce Tumencal - Ther {Specify) M__;
O Bound Book Q Floppy Disk o Chronological Number C)t{é;/c 6 /
a Audio Tape a Video Tape a Geographicat 10. ANNUAL ACCUMULATION
G File Drawer (s)
O Other (Specify} G Other {Speciiy) O Microfilm Reel (s)
O Comguter Tape(s)
; 1 a Other (Specify)
/é&ﬂ, e
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
a Daly aQ  Weekly a3 Monthly o Month(s}) c  Yeas)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
W’7 2 a Yes O No
15. ACCESS RESTRICTIONS (if yes. cite taw{s) & requiation{s) 16. AUDIT REQUIREMENTS
a Yes w0 a None a Stale O Federal G Independent
17. IS AN INDEX SYSTEM USED? {If yes. axpian drefly and 18. RECOMMENDED RETENTION f'cz/)g//()/ﬁf //5., A)/e/ﬁ' )
describe any hardwarefsoftware) é;(v {y_z /%/
O Yes ) }ﬂt,/ ZJ ///é_’/z.//\s % z” e&
;}—/—Zz‘/y 4 L ) PES) /
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0G3 550.4 {Revised 1/93)

WK 3, /S5
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE ©GS 550-1)

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Page 77

of

1. DEPARTMENT/AGENCY

2. DIVISION

Dathiniy L

HepT Co-

3. UNIT

DEFINITION - Records Series - A group of related records normally filed anAed as a unit for reference as

wall as retention and disposition purposes.

4,

RECORD S.ERIES TITLE /{// W/V //Z) )7 g)/{///yf/\‘)f)/ﬁli)
EXPEplsEs

5. EARLIEST YEAR | LATETEST YEAR

/% i :z:‘z;/

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsiforms found in the Series. Include the purpose or functicn of the Senes)

Frenermied Bpecs e Sipol 7>y %t
fﬂ;f?” \/m/fZ//éZ Ez)/77<:<5/ Lo S DAET S
Pty ; fffﬁwj Copres o= V=

Lo 2oppederyec s g

RECORD SER!E§ FORMAT(S) 8. RECORD SERIES SEQUENCE

elter Size ..~ 0 Microfilm 0 Alphatetical

egal Size O Compuler Tace S’@
0 Bound Book O Floppy Disk 0 Chronologrcal
O Audio Tape 0 Video Tace O Ceographical

o Olher {Specify) a Clher {Speciy)

F sl /e-é%_,

9. VOLUME
Q File Drawer(s)
a Microfilm Reel (s)

wmer Tace (s,
B ther (Specxfy).é"é'?g
Number Z i )/d/%;) g

10. ANNUAL ACCUMULATION
O File Drawer (s)
a Microfilm Reel (s)
0 Computer Tape(s)
O Other {Speciy)

20. TELEPHONE NUMBER

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

C Daiy O Weekly 3 Monthly o Month(s) o Yea(s)

Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Roomi 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?“ (f yes. specify agency or office)
2 i a  Yes o No
AT -

15. ACCESS RESTRICTIONS (If yes. cile Iaw(s):wsy 16. AUDIT REQUIREMENTS

o Yes No O None 3 Slate o Federal O independent

/
—— kd , . 2 sy~

17. IS AN INDEX SYSTEM USED? {If yes. exoian onefly and 18, RECOMMENDED RETENTION ﬁ@//?/,() 'FZ) —3 Rs. /ébd

describe any hardwareisoftware} e [/ ()7;—2 /W/ M ”/' ﬁé[ [// S /,t/é’/() /_—_5

a  Yes "o ) ) . . ‘)/ . ﬁ /-——"‘,;_'

e LEEIO ,C//(K f b)) LEES] )5l

o Na . 7 7 7 7
19. NAME AND TITLE OF PREPARER

21. DATE

0G3 £50.4 (Revised 1/93)

[/ a%j /G55




REVISED RECORD SERIES.
SEHEDULE §GS 550-1)

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECQRDS IMVENTORY

Page 77

of

1.

_ben Co.

DEPARTMENT/AGENCY

2. DIVISION

Dathinzy [V L7

3. UNIT

DEFINITION - Records Serles - A group of rolated records normally filed :nAed as a unit for referance as

well as retention and disposition purposes.

4. RECORD SERIES TITLE /[//W/V/ﬂ// l/")//V//ﬂf/\‘)f;’/D/C)

JEXPESLSES

5. EARLIEST YEAR / LATETEST YEAR

/[/)f/'é)‘ 10_/ (Z .(‘4//

6. RECORD SERIES DESCRIPTION { Brielly describe the lypes of information/documentsiforms found in the Series. Include the purpose or funclicn of the Senes)

=X Jenise 6%16 Con 2] St ﬁ/: o [oPROLETE
FreNerBled FXpens < He 20/ 7S % /7”(/24/4”55:5%“
75;‘” \f%/fzf/féz E})/776::>/ o LI S PAET S
Frrgpreny ; ﬁ/:w/ Copies o= SRS

Lo 2oppederrec s T

RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
elter Size .-~ O Micrenim O Alphabeticat Q Microfilm Ree!l (s}
- . a Com ter Tace {s) )
egal Size o Compuler Tece S/Num/encal Mner (Specify) 2.
a Bound Book Q Floppy Oisk G Chionalogical Number /é/d 'cE;; g
O Audio Tape Q Video Tape o Geographical 10. ANNUAL ACCUMULATION
a File Drawer (s)
a Other (Specily) o Cther {Spectiy) O Microfim Reel (s)
] G Comguter Taoe(s)
[N . . O Other {Specify)
FF s /@%’( )
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daly O Weekly a  Monthly O  Monthis) o Years)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Roomj 14. 1S RECORD SERIES DUPLICATED ELSEWHERE’)_ {if yes. specify agency or office}
Z PP o Yes o No
VTS
15. ACCESS RESTRICTIONS (If yes. cite law(s):ya(iorfsy 16. AUDIT REQUIREMENTS
O Yes No o None a Slate O Federal O Independent
/
—— S ' -
17. 1S AN INDEX SYSTEM USED? (Il yes, expiain brefly and 18. RECOMMENDED RETENTION ﬁ@//é’-/,() 7C,? —3 Rs. /’éw
describe any hardwareisoltware) o [‘/ 0 // f /f// M/ A’é{ /”// = A ld O / =
O Yes =0 » o . )/ - . T
b beerofi 2 pe Thet) LEEST/sy |
- - 4 7 d
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE /

DG3 £50-4 (Revised 1/93)




INSTRUCTIQNS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (0GS §50-1) 7275 WATERLOO ROAD :
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page _ﬁ_ of

1. DEPARTMENT/AGENCY 2. DIVISION

Al Co nlnlr /10,

DEFINITION - Records Series - A group of rolated records normally filed ang/Ased as a unit for reference as wall as retention and disposition purposes.

4. RECORD SERIES TITLE //(/ . ~ ' 5. EARLIEST YEAR / LATETEST YEAR
/ ) 7 76; \D/ )4" y ;
- /B 0 JTFT7

6. RECORD-SERIES DESCRIPTION ( Briefly descnibe the types of information/documentsiforms found in the Series. Include ihe purpose or functicn of the Eenes)
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Cﬂf@s)fbu@[(//d('[ %/p/ e £ /z/J/f
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3. UNIT

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME ) ) .
O File Drawet(s)
Cller Si a Microfiim O Alpnabelicat

a Microfilm Reel (s}

Q/ 0 Computer Tare (s} ]
P A
S Cegal Size 0 Computer Tece umencal / BfCﬂﬁ(Specdy) < 24__)2;

O Bound Book O Floppy Disk O Chronological Number @&6;7,

O ‘Audio Tape Q Video Tage 3 Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
a Olher (Specify) O Olher {Speciy) O Microfilm Reel (s)
o Comcuter Taoe(s)
, QO OtheriSpecfy)
yieat” Jeat— -
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly O Weekly 3 Monthly . a Month(s) o] Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If ye§, specify agency or office)

7’,40/"'_’” O Yes o No
7/

15. ACCESS RESTRICTIONS (If yes. cite lawis) & reguiation(s) _..{ 16. AUDIT REQUIREMENTS

O Yes ) 2 No a  None a State O Fegeral G Independent

}
17. IS AN INDEX SYSTEM USED? (Il yes, expiain dnefly and 18. RECOMMENDED RETENTION /)E’ ] /9’//(3 fj = \j)//.\_) W
describe any hardware/software) e =
e itiT L /77// %/{’/ / 2 L///C/ﬂyé%)»iﬁ

O Yes P~ Mo
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)
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2. DIVISION
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3. UNIT

DEFINITION - Records Series - A group of related racords normally filed ang/Aised as a unit for refarenca as

well as retention and disposition purposes.

4. RECORD %ERIES TITLE 62/(!7,%&%

5. EARLIEST YEAR / LATETEST YEAR
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RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
/ 0O Fite Orawer(s)
Eler Si a Microliim O Alphabetical o Microfilm Reel (s)
0 Computer Tace (s} B
5 Cegal Size O Compuler Tece Numencal / o-Ofer (Specily) .ém
O Bound Book o Floppy Disk O Chronological Number Mé/{;g";7/
O ‘Audio Tape O Video Tace T Geographical 10. ANNUAL ACCUMULATION
o File Drawer {s)
Q Other (Specily) a Other {Speciiy) O Microfilm Reel {s)
0 Computer Tape(s)
. QO Other {Spacify)
WnAtT Jeat—
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daly O Weekly a  Monthly O Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
27"7’ O Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulalion(sl_,.-- 16. AUDIT REQUIREMENTS
O Yes ‘ o Wo o None a Slate 0 Federal G Independent
)
. i - / P i, hiryd - y
17. ISdAN INDEX inTEM .US“Em )ur Jes. expian onefly ang | 18, RECOMMENDED RETENTION /K-€2) j2-J A F‘? I \j)//" 3 W
escribe any hardware/software ol 7’2 T / - ~7 . T
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19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER / 21. DATE / .
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INSTRUCTIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
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1. DEPARTMENT/AGENCY

Heh] Cop.

—

2. DIVISION

P//W/ﬂ’ﬂﬁ/ i

UNIT

DEFINITION - Records Series - A group of related records normally filed and uged as a unit for refarence as

well as retention and disposiion purposes.

4. RECORD SERIES TITLE

e JIN5 /a

5. EARLIEST YEAR / LATETEST YEAR

/TEZ /G

Bloe TS

ﬁ vyer /4,0
ol s/72

Sexd s

6. RECORD SERIES DESCRIPTION ( Bnefly describe the types of information/documents/forms found in the Series. Include ihe purpose or function of the Series)

sz (onzrad /O///"") .
o= S/ //%/n/"//@/fg c)/
}p/@ppéé/j sl //Vf/@/"’ rEEO/S ~ o T

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
: a File Drawer(s)
Qa Leller Size a Microfilm O Alphabetical O Microfiim Reel (s}
. a C uter Tace (s) .
O Legat Size a Computer Tzce S Numercal g EmCD cify) _é&‘s
0 Bound Book QO Floppy Disk O Chronological Number =2 ‘C—T -
a Audio Tape Video Tape 3 Geographical 10. ANNUAL ACCUMULATION
/ O File Drawer (s)
ther (Specxfy) ﬁmpecnw /ﬂzf/—' O Microfilm Reel (s)
a Computer Tape(s)
' a Other (Spectly)
//L)/’o
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy o Weekly 3 Monthly o Month(s) o] Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
v /71 O Yes o No
7 e .
15. ACCESS RESTRICTIONS (If yes. cile law(s)w. 16. AUDIT REQUIREMENTS
a Yes No a None a  State O Federal 0 independent
17. 1S AN INDEX SYSTEM USED? ({If yes, axoiain brefly and 18. RECOMMENDED RETENTION Mé& MW—:_/_
describe any hardwareisoftware) e} ﬂ)/r . g
- ‘4 y X - A ~ /
O Yes 1( W//fﬂ/& STrS/< /77247 ]
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

MR 3, /772
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DGS 550-4 (Revised 1/93)

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION | RECORDS MANAGEMENT DIVISION .
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD K, ~
« - / P.0. BOX 275 - JESSUP. MARYLAND 20794 Page ,% of _
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT
rd
g/ ,} > . ._V
He/] Cp. A |
DEFINITION - Records Series - A group of related records normally filed an/d used as z unit for reference as waell as retention and disposition purposes.
4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR
. - N B ‘ -
5/ . g /) o / ﬁmz%
6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)
GHpI g 170 Sead s siperry Conilied s
. — . . ¢
= 5 VA5 - 57 e o T
[owpls S/ 705 G p/@//’/g.cfyéj
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
QO Fite Orawer(s)
Qa Letter Size o Microfilm O Alphabetical a Microfilm Reel (s)
a ¢ uter Tace (s) 7 .
O Legal Size a Computer Tzce S Numerical & Ciher (Specily) _ém
O Bound Book a Floppy Disk O Chronological Number [~z 27
O Audio Tape 0 Video Tape . O Ceographical 10. ANNUAL ACCUMULATION
o ! . y Q File Drawer (s)
Ther (Specify) P2 L2, mpec,m 4_é sz/ o Microfilm Reel (s)
. / o Computer Tape(s)
3 S ‘ O Other (Specify)
N o
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daily o Weekly a3 Monthly O Monih(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
_ ’7. a  VYes o No
15. ACCESS RESTRICTIONS (if yes. cite law(s):yﬁon(sl, 16. AUDIT REQUIREMENTS
g Yes No O None o State O Federal a Independeni
17. IS AN INDEX SYSTEM USED? {if yes, expiain briefly and 18. RECOMMENDED RETENTION ’
describe any hardware/software) e PrET K " W g ' R :z
O Yes K
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
y - (" e
M / %\. C3 / ]f// ;/.
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE- FORM FOR EACH NEW
REVISED RECORQ SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS‘ §50-1}
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTCRY

A

PageJé of
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DEPARTMENT/AGENCY

2. DIVISION

Oy B e

3. UNIT %, o/~

'DEFINITION - Records Series - A group of ralated records normally filed :ndAad a3 a unit for raference as

,/,7}%%,%/6

well as retention and disposition purposes.

4. RECORD SERIES TITLE ZDA}//Vj %f/é&é«

| &Va/zra/es TS )

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION { Briefly describe the Iypes of informalion/documentsiforms found in the Series. Include ihe purpose of functicn of the Senes)

Cﬁﬂ{‘&g‘ ofF - prfae o Foloe %é/?/za// - r{pp//%%xj
VR0 plyprdts - DeTirEs

DA 1045 - fnPe ) T
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' fg/779r%/29<[ e

A
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9. VOLUME

20. TELEPHONE NUMBER

L .
R . . —
7. RECORD SERIES FORMAT(S) "8. RECORD SERIES SEQUENCE ?&//é@ é.”y
/ S Drawer(s)
@ Letter Bize a Microfilm p/@eucan a Microfiim Reel (s}
0 Computer Tace {s} }
Lega! Size - @ Compuler Tace SAGmencal Thet (Specx!y)w
ks
O Bound Book O Floppy Disk o Chronologicai 4 Number /7/ ﬁp)@j
O Audio Tape Q Video Tace O Geographical 10. ANNUAL ACCUMULATION
) a File Drawer (s)
g Other (Specify) a Cther {Speciy) O Microfilm Reel (s
/ O Comguter Tape(s)
gj \%//W O Other {Specify)
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daly O Weekly 3 Monthly a] Monith{s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Roomj} 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)
. R g Yes o No
/477;2 /,/V/ Ié;///
15. ACCESS RESTRICTIONS {If yes. cile law{s) 4 refliation(s) 16. AUDIT REQUIREMENTS
a  Yes No O  None a  Slate o Federtal G Independent
ya
17. IS AN INDEX SYSTEM USED? {If yes. expian onefly and | 18. RECOMMENDED RETENTION E@ijv )0@/ /;/’%/(/W?”
descnbe any hardware/software) P .
Ty s G yfer— fer iédfa/é'/V 7 o
G Yes e .
2z Wy S/ %é///é%_
19. NAME AND TITLE OF PREPARER

21. DATE _

[l RE )55
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INSTRUCTIONS .- TYPE OR PRINT A SEPARATE FORM FGR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)
PR

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTCRY

—— e
Page({i of

1.

DEPARTMENT/AGENCY

Aew] Lo

2. DIVISION

Ola/ws Ef e e

3. UNIT &Z, 0/5—"

DEFINITION - Records Series - A group of refated racords normally filed andAed as a unit for referance as

/fg@eff/é

well as retention and disposition purposes.

4. RECORD SERIES TITLE ZDA)/”f %/p/pgyé

| &Vc///afes M 7Es)

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION { Briefly describe the tyges of information/dacumentsiforms found in the Series. Include the purpose of funclicn of the Senes)
Q (9/(75_[;%" P /::, //y///éé /= )Q/é//d éé/;/;a// - %D///é’ff—/;;,g-
ek po ¢ P - e Trr s == geer ey -

= 7 J
DR 1075 - gl ) onT=
_éc(’&p/ém /4/73; COr7 %Dﬁl/‘a/éx)d/’@ g

/mpr”fﬂ?cz bz /f/ﬁ@/

c7C .

A ya " 2 —
s. vowrf??&//é,@} Ef/

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE
Dt Diawer(s)
-Q’@ ize O Microfilm p/wpk{a:encal o Microfilm Reel (s
o Computer Tace {s! .
Legal Size a Computer Tzce ..:/Nﬁncal ther (Specxfy)w#
O Bound Book QO Floppy Disk O Chronologicai 1 Number /7/ ﬁﬁ)@é
o Audio Tape Q Video Tape T Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s}
o Other (Speciy) a Clher {Speciiy) O Micrelim Reel (s)
/ o Comguter Tapa(s)
gj 1Yy %/%épgé 7 O Other {Spaciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly 0O Weekly a3 Monthly o Month{s) o Year(s)
Number
13. CURRENT LOCATION(S).(BIdg., Floor, Roomj 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency or office)
%7’—' . a Yes o No
/0 /
15. ACCESS RESTRICTIONS (if yes. cile faw{s) 2 refluation{s) 16. AUDIT REQUIREMENTS
g Yes No O None O Slate o Fegeral Q Independent
17. IS AN INDEX SYSTEM USED? (I yes. expiain orefly and 18. RECOMMENDED RETENTION
describe any hardware/software)
O Yes
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE |
=7 R )G

DGS 5504 (Revised 1/93)
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INSTRUCTIONS

SCHEDULE (DGS 550‘-1). z

- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RF.C&'!D SERIES. FORWARD WiTH RECORDS RETENTION

DEPARTMENT OF GENERA

RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

L SERVICES AGENCY RECORDS INVENTORY

Page Jfg‘ of

1. DEPARTMENT/AGENCY

Wy Cop

2. DIVISION

3. UNIT

I A

DEFINITION - Records Serles - A group of related racords normally ﬁle% used as a unit for reference as

well as retention and disposition purposes,

5. EARLIEST YEAR / LATETEST YEAR

ﬁéé.ﬁ7

6. RECORD SERIES DESCRIPTION ( Bnelly describe the types of information/documentsiforms found in the Senes

Include the purpcse or functicn of t

7. RECORD SERIES FORMAT(S)

a Letler Size a Microfilm

O legal Size 0 Computer “zce
O Bound Book o Floppy Disk

O Audio Tape QO Video Tace

8. RECORD SERIES SEQUENCE
O Alphabelical
Q/N{ncal
O Chronological

3 Ceographical

9. VOLUME
O Fuie Drawer(s)
o Mwcrofim Reel (s)

V;; MK_A
ap /-7‘,

Number JA7Z )

10. ANNUAL AGCUMULATION

, . . rie Drawer (s)
iher (Specify) éﬁﬁg O Cther {Speciiy) G Micsefilm Reel (s)
//, . C Comcuter Tape(s)
; ey iV, - i / a Oiner (Spacily)
R Vo .g /W/é9¢-
/ Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly 3 Monthly o Monih(s) o Yeaqs)
Number
13. CURRENT LOCATION(S} (Bldg., Floor, Room) 14. |S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or olfice)
/7ﬁ O Yes O No
15. ACCESS RESTRICTIONS (If yes. cile law{s) & requiation(s) 16. AUDIT REQUIREMENTS
o Yes o N O None 3 Slate g Federal O Incependent
17. IS AN INDEX SYSTEM USED? (If yes. expiain driefly and 18. RECOMMENDED RETENTIONM k ’ Mﬁj——)/ f
describe any hardwareisoftware) / }4 /0%
o Yes ) fé‘ yﬁ<§/ 7 /p //f'gW/ é//?sz
. W R
/4/@%%»42,
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21, DATE

Vir/e 8 W=
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TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (0G5 550-1) }4

INSTRUGTIONS .-

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS IMVENTGRY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

Page a-j’? of

1. DEPARTMENT/AGENCY

Wery Cop

2. DIVISION 3. UNIT

DEFINITION - Records Serles - A group of related records normally ﬁIeVﬁA used as a-unit for reference as

177///}/,6////4’ Wp))

wall as retention and disposition purposes.

4. RECORD SERIES TITLE /4%%%1&%%”%

5. EARLIEST YEAR / LATETEST YEAR

1763 /765

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentsiforms found in lhe Senes

Tped InnTes sl A

Include the purpose or functien of ! ernes)

'//;b/@_

7. RECORD SERIES FORMAT(S)

a Lelter Size Q" Microfim

O Legal Size 0 Computer ‘zce
O Bound Book O Floppy Disk

O Audio Tape Video Tace

ther (Spectfy) *@QK

1BPIBX, /

Y% 2%

8. RECORD SERIES SEQUENCE 9. VOLUME
QO File Drawer(s)

O Alphacelical o Microfilm Reel (s)

p/n@

o Chronologicai

L

Number

heriy

m/(ppuler Tace {s
ther { !W)«LA

10. ANNUAL ACCUMULATION
G File Drawer (s)
O Micrefilm Reel {s)
@ Compuler Tape(s)
O Other (Specily)

a Ceographical

a Clher {Speciiy)

Ly fperl 4

Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily a  Weekly 3 Monthly g Month(s) o Yesr(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room 14, 1S RECORD SERIES QUPLICATED ELSEWHERE? {if yes, specty agency of office)
% QO  Yes O No
15. ACCESS RESTRICTIONS (If yes. cile law(s! 2 reguiations) | 16. AUDIT REQUIREMENTS
O Yes o o O None o Slate O Federal O Independent
17. 1S AN INDEX SYSTEM USED? ({If yes. exoiam oriefly and | 18. RECOMMENDED RETENT]ONMM#MW/?M
descrnbe any hardwareisoftware) [ /
O Yes @ o P@‘ 42 / ‘5/ /%W/ é/ﬁz;
/%f’&k/k&«zz, — Koo
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
v . ; P PP
SR B [F2=
4

0G3 550-4 (Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTGRY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEBULE (085 350-1) 7275 WATERLOO ROAD

' P.O. BOX 275 - JESSUP. MARYLAND 20794 Pageﬁ_ o
1. DEPARTMENT/IAGENCY 2. DIVISION 3. UNIT

Hew'T Co. D o e

DEFINITION - Records Serles - A group of related ra;ords normally filed ofld used as a unit for refarence as well as retention and dispositfon purposes.

4. RECORD SERIES TITLE W/_S'C\,, ﬂ/ﬁ//ﬁ/}df é//@ézf 5. EARLIEST YEAR / LATETEST YEAR
72, /‘35/ Genter 2. CorigsPosdeore. 4% 7z

6. RECORD.SERIES DESCRIPTION ( Buetly describe the lypes of infarmation/documentsiforms found in the Series. Include the purpose o functicn of the Seres)
e ik s, CrTa . P75 peoc?S
G T T gl
CQM 71005, CoezspsT of - Corfespopd e -
_)0 7 F ;%645)' 6;/?41975/:5 - é’m/‘ye/é - /W{—_
Rirlized Bisliuss LocsDmw 4, 27T Z s
| ; AR Jﬁg A
WWJW%MQZ g é/ﬁ(zf/ EGH TS /%'?’/J/mapﬁf
7_‘R7ﬁo SERIES FORMAT(S) 8. REC%{::C:EQUENCE P Jééxiums 4@%5;?%

ler Size aQ Microfilm a Mwcrofiim Reel (s)

é/ﬁ}'% ‘é O Computer Tace {s) p
Legal Size O Computer “ece - S Numernical P@M% Z .zﬁxer (SDECIWM
0 Bound Book O Floppy Disk g Chionological Nvumbe‘r' ﬂ%

a Audio Tape a Video Taze O Ceographical 10. ANNUAL ACCUMULATION
. ) O File Drawer (s)

o Olher (Specify) O Clher {Speciiy) O Microfilm Reel (s)
. a Computer Tape(s)
O OQther (Spaciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly a  Weekly 3 Monthly ) a  Moath(s) o] Year(s)
Numoper
13. CURRENT LOCATION(S) (Bldg., Floor, Rogmi 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes, specify agency or office)

//ﬁ//é,// e | oo oo

15. ACCESS RESTRICTANS (If yes. cite law(s} & requiation(s) 16. AUDIT REQUIREMENTS

a Yes : No a None g Slate O Federal G Independent

17. IS AN INDEX SYSTEM USED? {If yes, expiain driefly and 18. RECOMMENDED RETENTION
describe any hardware/software)

( o L15€ reperAL. /C’// CAPS oD
Qg Yes No v . - ‘

Sl Er)T -

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0GS £50.4 (Revised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FGR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY'RECORDS INVENTCHY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEQULE (D&S"550-1) 7275 WATERLOO ROAD

4. P.O. BOX 275 - JESSUP. MARYLAND 20794 Pageﬂ‘ o
1. DEPARTMENT/IAGENCY : 2. DIVISION 3. UNIT

Hew'T Co. Pnne £/ ee

DEFINITION - Records Sarles - A group of related re;ords normally filed :Zduued as a unit for roferance as well as retention and disposiion purposes.

4. RECORD SERIES TITLE /ﬁ/_ﬁt‘,, p/ﬁy/{//,&f é//M 5. EARLIEST YEAR / LATETEST YEAR
=7 : 10_/ —
2/ &5/ GeArZL. @/‘/éspmb/@au@ % L2725

6. RECORD. SERIES DESCRIPTION ( 8refly describe the types of information/documentsiforms found in the Series. Include ihe purpose of funclien of the Seties)

[Ese )77 S bzs, CrT T2 peTS

&ﬂ rﬁ/g‘j‘%aﬁfgﬁxﬂwsf/z;f%ﬁﬁzﬁa J

ngfaﬁ //z»t)f Co2ss7 w/:: 07/‘/&6/09 SO =
Py o - GRPTETS - é'm"ye/é - /»3/457%—

K/?Z/Zﬁd ugl///dj//(} A&Gﬁ/ﬁ/() / D=7 Z '
ey |

/ ile Drawer(s)
ter Size O Mcroilm Alphabelical - o Microfilm Reel (s)

a Computer Tace {s! p
Legal Size O Computer Tece S Numencal Ié Z 2 Bher (Specn!y&m
0 Bound Baok 0 Floppy Disk O Chronological Number ﬂﬁ/)&-éj

o
- ) a) >
7. Ryﬁo SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME % &/‘(’ ﬁé

O Audio Tape Q Video ‘ace O Ceographical 10. ANNUAL ACCUMULATION
a File Drawer (s)

a Other (Specify) a Cther {Speciy) O Microfilm Reel (s}
O Computer Tape(s)
O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily a  Weekly 3 Monthly . 0O  Month{s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Roomi 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)

‘ %///,//é a  Yes o No

15. ACCESS RESTRICTIONS (If yes. cite law{s) & requiation(s) 16. AUDIT REQUIREMENTS

a  Yes : No O None o Slate G Federal G Independent

17. IS AN INDEX SYSTEM USED? {If yes, expiain briefly and 18, RECOMMENDED RETENTION
describe any hardwarefsoftware)

0 | Us€ Geverzl feJEnrTs e
SlajemERT- MRS Kerp
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE'

= e

DG3 £50-4 (Revised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1)

0es 7275 WATERLOO ROAD
o~ % P.O. BOX 275 - JESSUP. MARYLAND 20734 P898£L 1S S

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

Sen] Co /ﬁ/ﬁﬂ% HNae

DEFINITION - Records Series - A group of related records normally filed »fid used as a unit for referenca as well as retention and disposition purposes.

4. RECORD SERléS TITLE 572_-/_‘% %1)4 6@/’7 6MT’ S. EARLIEST YEAR/ 'LATETEST YEAR
Collred. s 32472

6. RECORD SERIES DESCRIPTION { B:le!ly describe the lypes of information/documentsiforms found in the Series. Include ihe purpose of funclicn of the Senes}

Correspny oee;, Slprsz %/WM%WJ&S

: . — . 7
DR, G2 STt o7 kITFSr AN IR e
fespecrz, £7C -

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O Fiie Drawer(s)
LoHer Size Q Microfilm O Alphapetical - a Microfim Reet (s}
’ ;/wauler Tace {s, ;
Legal Size Q Computer Tzce G Numencal f Qthet (Specﬂy%
a Bound Book O Floppy Disk O Chronological Number é)X
Q Augho Tape O Video Tage 3 Geographical 10. ANNUAL ACCUMULATION

. D/ O File Drawer {s)
Other (Specify /‘j j ther (Speciy) Microfilm Reet (s)

o
G Comguter Tape(s)
0O Other (Specify)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

a Daily o Weekly 2 Monthly 0 Month(s) o Year(s)

Number
13. CURRENT LOCATION(S) (B!dg., Fioor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes, specily agency or office)
4% o VYes o No

15. ACCESS RESTRICTIONS (if yes. cite law{s) & reguiation{s) 16. AUDIT REQUIREMENTS .

a Yes : 1/ g None g State 0 Federal O Independent

17. 1S AN INDEX SYSTEM USED? {If yes. exoiain bnefly and 18. RECOMMENDED RETENTION Mé = E*@,[/g//g_ 4

describe any hardwareisoftware)

a Yes Q/No/ W’J éT——’_ ’ 5/2‘ : : wj
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

lal® 3/,. JPFS

DGS 550-4 (Revised 1/93)




INSTRUCTIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1) z

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTCRY

7275 WATERLOOQ ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

Pageé 2 Ct

. 0
1. DEPARTMENT/AGENCY

ey Co

2. DIVISION

W/w; ﬁ/7/p 0

3. UNIT

7

DEFINITION - Records Series - A group of related mcords normally filed

d used as a unit for raferance as wall as retention and disposition purposes.

CorTred. Foras

4. RECORD SERIES TITLEé7’/"‘M %/DJ 6«&/’76”7’

5. EARLIEST YEAR / LATETEST YEAR

Correspr

/F%go/é LTC .

6. RECORD-SERIES DESCRIPTION ( 8:|elly describe the types of informalion/documentsiforms found in the Series

Include ihe purpose or functien of the Senes)

é}/ﬁq/‘w Lt S A e e 5/2%
DRPY, 75 57//777 L IATer W%ﬁfﬁvﬁ/ﬁﬁ@"k)ﬂ@

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
) O File Drawer(s)
er Size O Mictolilm O Alphapelical a Microfilm Reel (s}
WUM Tace
egal Size 0 Compuler Tzce S Numencal f Cther (Ssecx{y
a Bound Book O Floppy Disk 0 Chronological Number
a Augh Tape O Video Tace T Geographical 10. ANNUAL ACCUMULATION
D/ Q File Drawer ()
Other (Specify /() 5 ther {Speciy) a Microfilm Reel (s)
. O Computer Taoe(s)
O Other (Spacily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
‘a Daily 0O Weekly a  Monthly 0 Monih(s) a Yeat(s)

Number

-—

3. CURRENT LQCATION(S) (Bldg., Floor, Room)

r

7T o

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, spectly agency or office)

o Yes D No

—

5. ACCESS RESTRICTIONS (If yes. cile law(s)jregu/lalm{;)
O Yes i No

16. AUDIT REQUIREMENTS

a  None g Stale O Fegeral G Independeni

7. 1S AN INDEX SYSTEM USED? -{If yes, expiain driefly and

describe any hardwareisofiware)
g/mo/

-

a  Yes

18, RECOMMENDED RETENTION /(ST kzeo

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

MR, 3, /575

OGS £50-4 (Revised 1/93)




INSTRUCTIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS HVENTT
REYISED RECGRD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDUTE (8GS-350-1) Z

NITRY

RECORDS MANAGEMENT DIVISION -

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page 2 of

1. DEPARTMENT/AGENCY

M7 Co.

2. DIVISION 3. UNIT

ﬁ/gﬁ@,@/ﬁé’ J?/Z ~

DEFINITION - Records Saries - A group of related records normally filed and ug#d as a unit for referanco as well as retention and disposition purposes.

Fks

4. RECORD SERIES TITLE pZ[/fMA/W [‘pMW/(’ID‘/‘p 74 ‘») 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD-SERIES DESCRIPTION { Buefly describe the types of information/documentsiforms found in the Segies. Include the purpose of functien of the Series)

ﬁ/ég CodTamy e v /X,Z.S)Oea’T/Exa /4)5/7@/747;5/4) -

J

) YN 7 T, 7”/5/ 9473‘; f?(fex?\s e
/5 é/ 20 /5/’ d/)f” 7 & %/Dﬁ/z)%’//l)dé’ ; 51:‘9/(:@ 3 /,
MO//:?%/@ /fe%?zy’/’é} Crrsyt Beospis - fer7 /E)

H . 4 . -~ .
. g 7 5 . e
Liee ise %é/%/%),glg O% -
e
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE j 9. VOLUME /
y” File Drawal(s)
Letter Size a  Mcrelilm O Alphabetical o Microfilm Reel (s)
’ ;}aﬂ)uler Tace {s! )
O Legal Size O Compuler Tece S Numerical :% Ctner {Specify) M
N ; -
0 Bound Book QO Floppy Disk G Chionological Number z/p(ép%
O Audio Tape O Video Tape :wcal / 10. ANNUAL ACCUMIUL(;QTION(
17 a File Orawer (s)
0 Other (Specily) @ Other (Specxmdm/& a Microlilm Reel (s)
v o Compuler Tape(s)
O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly 3 Monthly a  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) {Bldg., Floor, Room) 14, |S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes. specify agency or office)
15. ACCESS RESTRICTIONS (!f yes. cite law(s) & reguiption(s) 16. AUDIT REQUIREMENTS
a Yes »4 O None a Slate 0O Federal O Independent
. L
/' "
17. 1S AN INDEX SYSTEM USED? |{If yes. exoiain briefly and 18. RECOMMENDED RETENTION M L} B2/ 0/ =Y 5 S D Wd
describe any hardware/soft i / ¢ ; s M"'—
AR / UMTF L B fFard), edtrs I ERTS
O Yes No /%y;/ﬁ ﬁ‘éx&— / / /,""—- " s
177 £ . // =2y =% t‘Df‘dﬁ//o‘;{
[ 4 Cd /
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
4 . -~ : b4 > N
MHAR, 3, /7525
0G3 £50-4 {Revised 1/93)




INSTRUCTIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS IMVENTCRY
REYISED RECGRD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDUAE 9GS 5%-1) ) 7275 WATERLOO ROAD
% P.O. BOX 275 - JESSUP. MARYLAND 20794 Page o
1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT
] _Cp. Plaorye I

DEFINITION - Records Series - A group of related records normally filed and u;’iJ:s a unit for_roference as well as retentfon and disposition purposes.

4. RECORD SERIES TIT;ypZMMé//’/7 FPMW/Z'/)‘}p 74 \) /5;!;; YEAR//;ETZE-”EEAR
’ TQ

éﬁﬂz@ﬁpﬁoﬁw Y15y ecTS; LApeise.
/5 EYPr Y s e Cor 7z e%pp/z)(/&/z)ae 5 52%3@(5 It

sty e Refpr 77 Crasst Reos P - Vo T 7
Lisepice Kepvuwigl, cp@j; CTE . )

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
7 File Drawer(s)

T Microiilm O Alphabelicat a Microfilm Reel (si

Vﬂbuler Tape (s! )
O Legal Size O Compuler Tzce G Numencal 3) Cther {Speaily) Yé%

a Bound Book O Fioppy Disk g Chronclogical Mumber l/é{éq@g %

A

o Audio Tape Q Video Tape yjcm / 10. ANNUAL ACCUMIUL(;\TION( |
: 7 a File Drawer (s
O Oher (Speciy) AZJZ_Q

@ Cther {Specty), 0 Microfilm Reel (s)
a Comguter Tape(s)
Q Other (Spaciy)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily -0 Weekly a  Monthly o Month(s) [s] Year{s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or office)

% o Yes 0 No

15. ACCESS RESTRICTIONS (If yes. cile law(s) & reguiation(s) 16. AUDIT REQUIREMENTS

a Yes O None 3 Slate 0 Federal a Independent

17. 1S AN INDEX SYSTEM USED? {If yes, exoiain driefly and 18. RECOMMENDED RETENTION

describe any hardware/software)
a  Yes \‘A )ﬂs)lﬂ'&@ ‘2213?1.:;

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

MAR. 3, /7 25—

003 550-4 {Revised 1/93)




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FGR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENT':;":_}':'
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (0GS-550-1) 7275 WATERLOO ROAD é 22
[T / P.0. BOX 275 - JESSUP. MARYLAND 20794 Page of
1. DEPARTMENT/AGENCY 2. DIVISION . 3. UNIT
Qome?

DEFINITION - Records Series - A group of related rocords normally filad and uu(as 2 unit for reference as wall as retention and disposiion purposes. :

4. RECORD SERIES :l'lTLE p/”%é/‘//f W}CW&(% S. E{A.Ri-IEST YEAR /' LATETEST YEAR/‘(' -
7‘/5}“’70/ IR A, J%}/M@mg &l ;

/0//4/9/724)5 ~ JRISPECT Zouc2 Seprr TS —
VoI5 I2Ed FEP L s | I e
BPOROVIL, S/ PS, ferim TS s

8. RECORD SERIES SEQUENCE 9. VOLUME /
ite Drawer(s)

Microfilm O Alphabetical i O Mcrolilm Reel (s)

/ i a Compuler Tace {s!
O legal Size a Computer “zgce -Mc: O QOther {Specily)

QO Bound Book O Floppy Disk a Chronological Number J/A/C_ F'“i7

G Audio Tape O Video Tace O Ceographical 10. ANNUAL ACCUMULATION
: O File Drawer (S}

O Other (Specify) a Cther {Speciiy) O Microfilm Reel (s)
' O Comguter Tape(s)
. A O Other {Spacify)
Number
11. FILE IS USED : 12. FILE BECOMES INACTIVE AFTER
0 Daiy O  Weekly 3  Monthly o] Month(s) [s] Yeat(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

s
15. ACCESS RESTRICTIONS (If yes. cite law(s)w//w. AUDIT REQUIREMENTS
O Yes 7 No O None 3 State G Federal O Independent

N 3
' 17. 1S AN INDEX SYSTEM USED? (iIf yes. expiain driefly and 18. RECOMMENDED RETENTION ﬁé@p&) } Lr 3)//—:‘5 Wé
describe any hardware/software) - W WZ W W c} Wf// /-— 2, MZ

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

o, 3 V57>

D63 550-4 (Revised 1/93) W




INSTRUCTIQNS - TYPE OR PRINT A SEPARATE FORM FGR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED REGORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1)

7275 WATERLOO ROAD a ro
o 4 5 om / P.0. BOX 275 - JESSUP. MARYLAND 20794 Page é of

Kl #ip. Doy .|

DEFINITION - Records Sarles - A group of related records normally filed and uu(:s a unit for referance as well as retention and disposition purposes.

4. RECORD SERIES TITLE /O/Mwé/ﬁaj; W/CWW% 5. EAR}IEST YEAR /‘ LATETEST YEAR/

/%/’“ﬁfméz/xf/q O St oeorit T ;ﬁé@

6. RECORD-SERIES DESCRIPTION { Briefly dascribe the types of informalion/documentsiforms found in the Series. Include the purpose or functicn of the Senes)
B phi e — ispecTrac Aepor TS —
We]Bn 12<d BEF) L= | NS TR
APPRoV L /) PS8, ferinis s
becepis, eIz,

8. RECORD SERIES SEQUENCE 9. VOLUME /
ile Orawer(s)

Microfilm O Alphabetical . 0 Microfilm Reel (3)

3

) o Computer Tape {s)
O Legal Size O Compuler Tzce -q:/N{enc:I' a Qther {Specily)

O Bound Book o Floppy Disk a Chronological Number § éc. @——

Q Audio Tape © Video Tace 3 Geographical 10. ANNUAL ACCUMULATION
o File Orawer (S)
O Other (Specily) O Cther iSpeciiy) 0 Microfilm Reel {s)
. 2 Computer Tape(s)
é’/ W a Other {Specily)
) (3 "
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy O Weekly 3 Monthly a Month(s) ] Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room} 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
7z ° - 0

15. ACCESS RESTRICTIONS (if yes. cile law(s} & reguation 16 AUDIT REQUIREMENTS

O Yes O None J Slate G Federal 0 Independent

17. 1S AN INDEX SYSTEM USED? (If yes, exptain driefly and 18. RECOMMENDED RETENTION
descnbe any hardwareisofiware)

O Yes ilo/-

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

K, 3 /57>

DGS 550-4 [Revised 1/93) f / 57/ ?
" Pd




INSTRUCTIONS --

SCHEDULE (DGS 550-1)

1 =
' -

y

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page é A of

1. DEPARTMENT/AGENCY

Hex 7 Co

2. DIVISION

s 2y v

3. UNIT

DEFINITION - Records Series - A group of rolated records normally filed and IA as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE W/

Fores

5. EARLIEST YEAR / LATETEST YEAR

1977 /25

6. RECORD SERIES DESCRIPTION ( Buetly descnbe the types of information/documentsiforms found in the Series.

Include the purp0°e or functicn of the Senes)

’9’56/4\/&// 7/??@ %,g/z//épr‘/ Kpmfwz@&?)w
CorreEsspprodenne s LEZR G720

EX perse K ypors

DI/ S ) DO
gf///ﬁew—/&/p .

%

-

en’] o,

57 /fgf‘zp/‘/o 2%346%//{4

(7 Do) . of=

7. RECORD SERIES FORMAT(S)
Letter Si o

Legai Size a

Micrciiim

Computer Tzce

8. RECORD SERIES SEQUENCE

Q Alphabeticat

G Numerical

9. VOLUME /
B~Flie Orawe!(s)

o Miciofilm Reef (s)
a Computer "a"e {s)
C Cther {Specify

pecay

"‘%Eber—&(! Cof = Jé;k

O Bound Book 0 Floppy Disk o Chronological
0 Audio Tape 0 Video Tace T Geographical 10. ANNUAL Acg“g:}g%“r:f;: @
o Olher {Specify) G/K@pecnu /(/p/(’)a O Microfitm Reel {s)
o Comguter Tape(s)
O Other {Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O  Weekly 3 Monthly [s] Monlh(ﬁ) ] Yezr(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Roomi] 14. IS RECORD ’SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)
%f‘/ c_ O Yes O No
15. ACCESS RESTRICTIONS (If yes. cile law(s} & reguiation( 16. AUDIT REQUIREMENTS
o Yes o 0 None 0 State O Federal G Independent

17. 1S AN INDEX SYSTEM USED? {If yes, explain driefly and

descnbe any hardware/software)
».“Io/

g Yes

18. RECOMMENDED RETENTION ”_Sé ;@()epé C'
FeTzns77on é’_7_ Y a

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

k. 3,/775

OGS 5504 {Revised 1/93)

-




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION
SCHEQULE (0GS 550-1)

7275 WATERLOO ROAD /
- » T P.O. BOX 275 - JESSUP. MARYLAND 20794 Page of

1. DEPARTMENT/IAGENCY 2. DIVISION

bk )] Co PINIn s I

3. UNIT

DEFINITION - Records Satfes - A group of rolated records normally filed and UA as 2 unit for refarence as well as retention and disposiion purposes.

4. RECORD SERIES TITLE W/ﬁé, Fk\/) 5. EARLIEST YEAR [ LATETEST YEAR
/ ‘f 2 7TO / EZ/

F/gé L] i) Lo 7s 12
7ER)CAe ) Firrds /dz//ép/—‘/v é'D/WWL/b/ZDO"
Corressppiodenes s LEPR 577

E&K Erase ’16)@/&D y IS Aeper o Z?F-’Z@w/a//

DS SO enS] o, (ool o
cru’tze k55 Ji u

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
I-fle Drawel(s)
Letter Si )

o Micicilm Alphabeticai O Microfilm Reel {s)

=] Compuler Tace {s)
o Computer “zce G Numencal a Cther{Specfy) .

a

Legal Size

© Bound Book Q Floppy Disk o Chronological Number Cb(é/d g‘g

O Audio Tape O Video Tace Z/Ce?(ao?ycal 10. ANNUAL ACCUFI:M]UL;TION
O File Drawer (s}
0 Other (Specify) lher {Specify) /pzdé Microfilm Reel {s)

Q
o Compuler Taps(s)
a Other {Speciy)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily o  Weekly a  Monthly o Momh(ﬁ) a Year(s)

Number

13. CURRENT LOCATION(S) (Bidg.. Floor, Room} ' 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (i yes, specily agency or office)

%f/&- o Yes a No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation{ 16. AUDIT REQUIREMENTS

o Yes wo O None a  Slate O Federal G Independent

17. 1S AN INDEX SYSTEM USED? {If yes. expiain driefly and 18, RECOMMENDED RETENTION

describe any hardware/software) / NeOo Jo Rottecs box — So~—o sShoulel
Mo ) Keeo -
v hd O—eld

[
19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

P s

O Yes

DG3 550.4 (Revised 1/93)




INSTRUCTIQNS -- TYPE OR PRINT A SEPARATE FORM FGR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS iNVENTCRY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION * RECORDS MANAGEMENT DIVISION
scnsg_ng (DGS 550-1) 7275 WATERLOO ROAD é —
/ P.O. BOX 275 - JESSUP. MARYLAND 20794 Page €2, of
1. DEPARTMENT/IAGENCY 2. DIVISION 3. UNIT
. A
I d

DEFINITION - Racords Series - A group of ralated records normally filed and/(sed as a unit for reference as wall as retantion and disposiion purposes.
4. RECORD SERIES TITLE

JwpeTive Wz ool e
6. RECORD- SERIES DESCRIPTION ( Brefly describe the lypes of informalion/documentsiforms found in the Series. include if‘e purpose or functicn of the Series)
Cor7es Pp4 K/,gzdé e, 9"’/%L 5 >, /O/\‘/ <=/ »f/f%/cer/
KePof T2, CorST T CHrIPe o Loy oo s
MINsK)/ Z W/&//J" o2y SIS /////A/ = /f’//wa
/{6%; orTs, Ve rTodic ST B

o Vo T

5. EARLIEST YEAR / LATETEST YEAR

4

T

6'%@;;,/ TS =% ~ (2w
7. RECORD/ ES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME / £.>
File Drawer(s)
Letter Size.. a Mwcichim Qa Alphabetical Q Microfilm Reel (s}
|/ a Compuler Tace is!
Legal Size Q Computer Tace S Numencal D Qthet {Specily)
0 Bound Book Q Floppy Disk O Chronological éNumber Z '4/&/&/
O Audio Tape _ o Video Tace ] Ceogla cal 10. ANNUAL ACCUMULATION

e . o File Orawer (s)
ther (Specily) / :; Ther {Speciiy) ﬁ/ Microfilm Reel {s}

o]
O Comguter Tape(s)
ﬁ/’/@// O Other {Specily)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daly o Weekiy 3 Monthly 0 Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Roomi 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)

#77//& o a  Yes o No

15. ACCESS RESTRICTIONS (If yes. cite law{s} & requiation(s) 16. AUDIT REQUIREMENTS

Q  Yes QAO/ o None a  Slate O Federal G Independent

17. S AN INDEX SYSTEM USED? {If yes. expiain onafly and 18, RECOMMENDED RETENTION P Wf L
describe any hardwareiscftware) W / E
| fg@wTior St
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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INSTRUCTIQHS .- TYPE OR PRINT ‘A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WiTH RECORDS RETENTION

SCHEDULE [DGS §50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page é D/ of

1. DEPARTMENT/AGENCY

2. DIVISION

prcpcir L2417

3. UNIT

DEFINITION - Records Series - A group of rolated records normally filod andAd as a unit for reference as well as retention and disposition purposes.

4, RECORD SERIES TITLE

ST )

%/fz@f

§. EARLIEST YEAR / LATETEST YEAR

TC

Nepor7s,

V7 /7' ///;11_

T =57, ;pSZ‘/f’

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informalion/documentsiforms found in lhe Series.

Ry

//'J’éK/’ =S

Include ire purpose or functicn of the Senes)

Cor7e %Pg,odak, Q ?O/ﬁ—f:;; PQ z<=/ &/«{/ﬂ@/@’/‘/
Cor3 7 /7(1/ T CAHHAAE

M) /\)p/cﬂ é//&//@o £/a/ef70/’° 2 ////4/ = /f‘//zy,(j
/fa;@ﬁ/‘/ S 70*?/’7)4/(/

&/‘a/es’ /S

G ferprdem 6’ Yo

@///AZ/

yor s /?L@,/

f-s

(o2 JizToad

7. RECORD/ £S FORMAT(S)
Letter Size_.. a Micrelilm
Legal Size O Computer Tzce

O Bound Book a Floppy Disk

O Audio Tape .. O Video Tace

—Z’m;mcdy) 2222 -2-;4

8. RECORD SERIES SEQUENCE
Q Alphaceticat
S Numencal
© Chionological

a Ceogra cal

// /c’&/

9. VOLUME /
Fiie Drawer(s)
(/ M> a Miciolim Reel (s)

O Comguter Tace (s)
O Othet (Speatly)

/éﬁ

Number

v
SN

10. ANNUAL ACCUMULATION
o File Drawer (s)
O Micrefilm Reel (s)
o Comeuter Tape(s)
0 Other {Spaciy)

Number

e

1. FILE IS USED

o Daily O Weekly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

a
Number

Month{s) a Yeart(s)

pry

3. CURRENT LOCATION(S) (BIdg., Floor. Roomi

-

4. IS RECORD SERIES DUPLICATED ELSEWHERE?

{If yes, specify agency or office)

227//& a Yes 0 No
15. ACCESS RESTRICTIONS (If yes. cile law(s) & requialion(s) 16. AUDIT REQUIREMENTS
a Yes Lo 0  None O State O Federal G Independent

. IS AN INDEX SYSTEM USED? {lf yes. expian onafly and
describe any hardwarejsoftware)

-
-~

a Yes "o

18. RECOMMENDED RETENTION

g

Nee o Jo Coueed Lo

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

0G3 £50-4 {Revised 1/93)
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS iNVENTCRY

of

Page éé

1. DEPARTMENT/AGENCY 2. DIVISION

PerT Co.

3. UNIT

%/c//w;c/kz LY.L

DEFINITION - Records Saries - A group of ralated records normally filed and used a3 a unit for refarence as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE é/’/;’—’;é: CW/M&%IM

5. EARLIEST YEAR / LATETEST YEAR

e

6. RECORD SERIES DESCRIPTION ( Brefly cescribe the lypes of information/documeptsiforms found in the Series. Inciud
2 . :-‘ =
yd zp@/Z/

e o//p"/ezlé/’ DrJr7 )

, 7y =Sy
CZ?&Z/&JLSJ{'/V/ c‘ﬁ g é‘pf@y,ggféxjc < -

Re purpose or {functicn of the Senes)

S rr iz

OGS £50-4 (Revised 1/93)

T o
/%/?T//P/ZZ /e_ﬂ}//eoc)(\j /QZ‘/?»/\{') - é) /0 7——‘
DI 2% SSNS/ P - p s
NNE Y
7. RECORDrSERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
/ dFi/eDr::ver(s)
& Lelpef Size a Microilim O Alphabetical O Mucrofim Reel (s}
0 Computer Tace {s!
Legal Size O Computer Tzce S Numencal O Other {Spectfy) __
- i y rasusnll
O Bound Book o Ficppy Disk O Chronologrcal Number V&C EES
G Audig Tage ideo Tace G Geographicai 10. ANNUAL ACCUMULATION
v/ Q’b/ A/ N o File Drawer (g}
ther (Specify) ther {Speciiy) ()/V’g O Micralilm Reel (s}
C Comguter Tape(s)
O Other (Specidy)
Number
11. FILE IS US-ED 12. FILE BECOMES INACTIVE AFTER
o Daly O  Weekly 2 Monthly O Month(s) [s] Year(s)
‘ ‘Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes, specify agency or office)
% a  Yes o No
i
/Z// IC
15. ACCESS RESTRICTIONS (If yes. cite law{s) & reguiafion(s) 16. AUDIT REQUIREMENTS
o Yes % O None 0 Slate o Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes. expiwain oriefly an 18. RECOMMENDED RETENTION ; ‘é
describe any hardware/software) %\ﬁ &/‘,9 L’
r ry F‘— P ————
o Yes Wl{) SlppFe r2oe o)
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21, DATE
g T~
WK X /G
4
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INSTRUCTIONS .. TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

-DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794
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»

AGENCY RECORDS INVENTCRY

Page éé

of

1. DEPARTMENT/AGENCY 2. DIVISION

el Co. P/fﬁ/fd/&/ <D/ L2

3. UNIT

DEFINITION - Records Serles - A group of related rocords normally filed and uged as a unit for reference as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE é//é"’ig O/@f%//(/&%?//{xf
s

5. EARLIEST YEAR / LATETEST YEAR

/e

6. RECORD SERIES DESCRIPTION ( Brefly describe the types of information/documepts/forms found in the Senes

IncludeARe purpose or functicn of the Senes)

ﬁdfé \ﬁ//ﬁ;'elé//zpww 2

s 20/6)&2/ >

CoctsFiy efF Loprreop
/(/f//f/’éf?j/z?c/ (Erres, FLFTS -

TBr— L2 Fudd=s. £TC,

/

/(/" /gkf—ﬂé/%/é/m,ﬁ - W

Bl S, T

p/f:aéﬁfdc SORNT & e /

/?J/’/’ CH a2

7. RECORrFSERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
/ _ 6{[):;@(5)
¥ Letye Size o Microiim O Alphabelicai o Microfim Reel (s}
O Compuler Tace (s)
Legal Size o Computer Tzce S Numencal O Other {Spectfy) .
a Bound Book o Fleppy Disk a Chronofog:cal Numbar V&G s/
Audig Tape ~ ideo Tape O Geographical 10. ANNUAL ACCUMULATION
WK‘/ a/ /1/ i a File Drawer (s)
ther (Speciy) /lé ther {Specity) /)/L’Jj O Microfilm Reel (s)
77T G Computer Tape(s)
O Other (Speciy)
Number
11. FILEIS US.ED 12. FILE BECOMES INACTIVE AFTER
Qo Daly O Weekly a  Monihly o Month(s) o Years)
‘Number
13. CURRENT LOCATION(S) {Bidg., Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (It yes. specify agency or office)
//ﬂ/// o Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiajion(s} 16. AUDIT REQUIREMENTS
o Yes % O None o Slate G Federal G Independent
17. IS AN INDEX SYSTEM USED? {lIf yes, expiain dnefly an 18. RECOMMENDED RETENTION
describe any hardware/isoftware)
%\K&LQ Bery
O Yes i C
. vﬁ V,?
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
2 T N~
VIR S ST
4
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